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¥Welcome to State of Kansas Employee Self-Service

After logging In you will be able to:

View Update Request
» Personal Data » Benefits Open Enrollment o W-2 Reissue
+ Benefits Confirmation Statement {during the month of October)
+ Training Summary + General Profile Information
s Leave Balances o W -4 Information
» Paycheck Information
« Total Compensation

If you encounter problems logging in, please contact the Help Desk at 785-296-1900 for assistance,
Employee ID:

Enter your 11-digit State of Kansas Employee ID number Click on “Forgot

Password [ ] »
your password

4_—————-

Fargotour Password?
**mportant information when using a shared or public computer®#*
To prevent others from viewing confidential information,
itis always a good practice to close your browser after you sign out of Employee Self Service,
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Forgot My Password

If you have fargotten your password, oryour passwoard has expired,

DG 59 SISO e T, Enter your Kansas
Erteryour1-diatEmeloyee (D This wil be ueecto dyourpreie oraentiston. | K mployee ID number.
Employee ID: | | 4
continse___| Letter “K” at the beginning
must be “upper case” or
“capitalized”.

Then click on
continue
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Forgot My Password

User Information
User ID:

Answer your secret
question and enter your
birth date.

K00001 62526

Flease answerthe following guestion and enter your hirth date below for user validation

Question: Whatwas my mothet's maiden name

Response: | |

Date of Birth: [ |8 ormat MDDAYYY)

Birth date must be in the
proper format, example
10/31/1960

Display Mew Password

NOTE: Birth date must

Click on Display New Password .
include slashes.

when complete
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ouUr news temporary password |

§!'se this ternporary password to enter the ployee Self Service Center. You will be directed to create a new password.

Click the O button to return to the Self Servife Center welcame page to sign in. (0,00

Write down the password Self Service is giving you.
All letters in the system-generated password are in
upper case (capitalized).
This is a temporary password. You will be prompted
to change it to a password of your own choice when
you use it to sign on.
Click on OK 2
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Return to Em
welcome to State of Kansas Employee Self-Service

After logging in you will be able to:

View Update Enter yOur
Personal Data « Benefits Open Enrollment
Benefits Confirmation Statement {during the manth of Octob emp]()yee ID

Training Summary o General Profile Inform
Leave Balances o W-4 Information
Paycheck Information
Total Compensation

Enter the
ct the Help Desk at 785-29¢ paSSWOI‘d Self
Enter your 11-digit State of Kansas Employee ID number Seerce JHSt gave
Password: l:l _ you.
Ei 1Y
FEmportant information when using a share 4 :
To prevent others from viewing confidential information, Cth Slgn In

itis always a good practice to close your browser after you sign out of EmMpIoyes Sel Servie,

If you encounter problems logging in, please
Employee ID:
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A service of the Deportment of Administration

R

You must assign a new password hecause of one of the following reasons:

« Thiz is the first time you logged into Employee Self-Service Please Note

e ‘Your password is over 30 days old. (
« ‘You have used the "Forgot Fassword" process to create a new, temporary password

Click the link below to go to the general profile page where you can access the change your password
feature.

Click here to chande your passward.

Click on
“Click here to change your password”
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General Profile Information =

CQinn,Douglas E

P Click on Change
Chanoe password password
Chande orsetup secret question hel

Changes to Personalization settings reguire you to log off and log back onin order to take effect.

My preferred language for reports and email is: English
Currency Code: UsD

\ferify that this email address is your valid email address.

You must click on the "Sawve™ hutton at the hottom of this page to save any changes you
hawve made, including password and secret guestion. Verify with your Agency if you are
allowed to use a personal email address on state equipment.

E-mail Address: |douglas.quinn@da.state.ks.us |

Alternate User

If you will be temporarily unavailable, you can select an alternate user to receive your routings. :l
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Home
Change password
o e etveen S and 12 nansces et | Type in the password just given to
ez / you, exactly they way it was given,
“current Password: | | into the “Current Password” box.
*New Password: | \
Conm passwor: | | Type in a new password of your
_OK _Cance\ . .
choosing in the “New Password” box.
Type it again in the “Confirm
Password” block, and click OK.
&) Dore 8| @ Internet i

4 start bEE K E A - 7. 2 Interne ~ @l Documentl - Mi...



A Self Service User Profile - Microsoft Internet Explorer provided by The State of Kansas

File  Edit “iew Favorites Tools  Help

@Back - \) @ @ {h pSearch "}";L\S“Famrihaa e’Media @ 8' % ,_J -"3

Address |@ https: /fsharp. state.ks.us/serviets ficlientserviet/ESS /2 e md=userprofile

@0 Search Wwsh  ~ @ Search Site | g8 | Paefenk @ < | @ Options \

General Profile Information
Qinn Douglas E

Change password
Channe or set up secret question hel

Changes to Personalization settings require you to log off and log back on in order to take effect.

My preferred language for reports and email is: English

currency Cotde: UsD

Verify that this email address is your valid email address.

You must click on the “Save™ button at the hottom of this page to save any changes you
have made, including password and secret question. Verify with your Agency if you are
allowed to use a personal email address on state equipment.

E-mail Address: |douglas.qumn@da.state.ks us |

Alternate User

If you will ke tempararily unavailable, you can select an afternste user to receive your routings.

You will be taken back
to this page.

Scroll down to the
bottom of the screen.

(See next screen below)
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Changes to Personalization settings reguire you to log off and log back on in order to take effect.
My preferred language for reports and email is: English

currency Code: UsD

Verify that this email address is your valid email address.

You must click on the "Sawve" hutton at the bottom of this page to sawve any changes you
have made, including password and secret question. Verify with your Agency if you are
allowed to use a personal email address on state equipment.

E-mail Address: |douglaS.quinn@da.state.ks.us |

Alternate User

If you will be temporarily unavailable, you can select an aternste user to receive your routings.

Alternate User ID: ‘ |

Effective Date: I:I [example:12431/2000)
To Date: I:I [example: 1 2531 /2000)

Once you get to the
bottom of the screen,
click on save.
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General Profile Information
Quinn,Douglas E

.
Change password To leave this page you

Change or set up secret question hel have tO CIiCk On
“Home” at the top of

Changes to Personalization settings require you to log off and log back on in order to take effect.
My preferred language for reports and email is: English th e p age.

currency Code: JsD

lemait |
Verify that this email address is your valid email address. You Will then be taken tO | |

You must click onthe "Save" button at the bottom of this page to save any changes you

have made, including password and secret question. Verify with your Agency if you are the S elf S ervice p age

allowed to use a personal email address on state equipment.

E-mail Address: |dnug|as guinn@da.state ks.us | Where yOll can CheCk the
information you want.

If wou will be temporarily unavailable, you can select an aternate uzer to receive your routings.
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State of Kansas Employee Self-Service Options N A

Eenefits Open Enrollment
During the month of October, update your benefit coverage.

Benefits Confirmation Statement
“Wiew your benefits confirmation statement.

Update Wy Profile

Change your email address or password.

View Personal Information
“iew your name, address, phone number, marital status, birthdate, ariginal hire date.

Wiew Training Surmmary
Wiew your training history.

Wiew Leave Balances (Mot available to Regent Employees)
Wiew your leave balance of the most current paycheck.

Wiew Paycheck (Nat available to Regent Employees)

Wiew current paycheck and history information

View Total Compensation Statement (Mot available to Regent Emplayees) =
“iew your total compensation from the previous year.

Update W4 Tax Information (Mot available ta Regent Employees)
Change your YY-4 tax information. el
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